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8 March 1954

MEMORANDUM FOR: Chairman, Incentive Awards Committee

SUBJECT: Meeting of CIA Incentive Awards Committee

1. In accordance with the provisions of Regulation | 25X1A
Incentive Awards Program, the CIA Incentive Awards Committee
will meet on Thursday, 11 March 195 at 1:45 P.M. in Room 223,
Corie Hall,

2. For initial Committee consideration, there are
fifty-five (55) employee suggestions which are summarized in
Tabs 1 through 7, and in condensed briefings Tabs A through G,

3+ In order to effect a reduction in the back-log of
suggestions awaiting Committee action s the briefings contained
in Tabs A through G have been condensed, / Further information
regarding evaluations of Offices concerned with the subject
of the suggestions will be available at the meeting,

FOR THE CHAIRMAN, INCENTIVE AWARDS GOMMITTEE

25X1A

Executive Secretary

Attachments:
Tabs 1 through 7
Tabs A through G

&~‘4. SRR I E.“\i—
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387 6
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MISCELIANEOUS N0, SUGGESTIONS TABS A, B, C, D, ¥, F , @
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Fmployee Suggestion No. &45

A, Swmary of the Suggestion:

The suggester proposes that periocdic meetings between Fiscal
Division, and Supply and Procurement Division perscnnel at the unit
and clerical lovel be held which would result in benefits to the
Agency by facilitating the processing and payment of vendors® involices.

By, Evaluation of Concerned Office:

The Comptrolleris Office has informed the Comnitise that
uron checking into the suggestion, it was found that some diffi-
culties were being experienced in conmnection with the accumulation
and handling of detalled data relating to "Receiving Reports"
which are required by the Fiscal Division, nrior to the proccs-
sing of Vendors! invoices. Some of the difficulties appsared
to be due to the lack of a close 1lialson or personal contact
between the clerical nersonnel in Procuremsnt and Suprly, and
Pigeal Division who handle this type of work. To cerrect this,
the Comptrollerts Office and Logisties Office arranged for intro-
ductions and briefings of the employeces concerned and made proe
visions whersby closer day-to-day contacts can be maintained.
in the Comptroller's evaluation supplied the Cosmittes, they have

- stated, "this sugrestion has been benofieial in that 1t served
to focus attention on, cnd caused inquiry into, a problem in the
Agency. The action talteri as a result of that inguiry may have a
beneficial effect unon the employee morale and Vendor relation=-
ghips. ...No direct nonstary savings will acerue fronm the action
that has been taken; we think the amployse deserves credit for
focusing attention upon the problem,® _

Since the Comptroller's Office hes indicated that benefieial
action has resulted, it is suggested that an award at the Level
D urder the Seale of Awards for suggestions with intangible bene-
fits be considerad by the Committes.

=

CIA INTERAAL USE ONLY
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Enployee Suggestion No., 410

Ao Sumary of the Sugrestion:

) The sugrester proposes that a complete Central-Index File of all
Finished Intelligencetbe effected by the Agency. Initially, the sug-
gestion proposes that all CIA produced Finished Intelligence be listed
by the production units (CRR, 0SI, OCI, and ONE) of CIA and sent to &
central control-point (0CD) for Central-Indexing, Records of all IAC
reports could then be incorporated into this Central-Index File of
Finished Intelligence at a later date. (See attachment)

Finished Intelligence, as used here, is production which results
fror evaluation, analysis, integration, and interpretation of raw
intelligence, e.g. Reports, Surveys, Briefs, Studies, liorking Papars,
Kenorandun, Research ds, otc. '

Excorpts from evoluations supplied the Comnittes by the below-
listed Offices follows

"This suggestion has considersble merit, We obvicusly should
kave, if we do not have at present, some central nmeans of deternining
vhat Leos been written on various subjects. ...0n certain points
this susrestion wuld probably need modification before beinz put
into effect. Tho use ol the vord "collateral" in the first line
is obseurs unless it reflects the point of view of those dealing
vith esrtain linited tynes of intalligonce materdals toward all other
inte’lipence natorlals; 4n this case its use is unfortunate. It is
doubtful whether CIA units presently charped with intelligence pro-
duction could furmish in all eases complete records, i + o A very
spscifie definition of "finished intelligence” would need to bo
worked ocut; for example, would the listing be linited to monographs
or would it inelude brief mentions in intelligence periodicals? In
short; w think this sugrestion has sufficient nerit to warrant
careful study by OCD as to the practicality of putting it inte effect .

iatant Di;:g_e‘bogzgagiong; Estimates:

wi centraleindex of finished intelligence, as up=to-date as
possible, and as complets as security requirements permit, would be
of value %o ONE., . o o The savings that might be realized are inm-
pessible to assess quantitatively as the suggestion now stands. We
are inelined to doubt the r.ain advantage would be savings from eli-
mination of duplicate intelligence effort. . . . The primary benefit
to ONE would be as a service vhich the ONE staff could ussfully employ

CONFIDENTIAL
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when an estimate is initiated. It is more likely that savings would
result from the reduced duplications of files in the various offices
of CIA made possible by a more dependable and up=to=date central-
jndex and filing system on finished intelligence, as well as raw
information,"

Asgistant Director for Current Intellipence:

nTt is recormended that since part of thls suggestion appears
to be already in effect, the balance be adopted tooc, to the end
that analysts can locate all finished intelligence on a given sub=
ject before beginning a new research assigmment, . « « This office,
however, cannot evaluate the various implications of maintaining
such an index on a current basis, but assumes that this can be done.
Tt would be desiratle, if possible, to give the analysts, for their
own files, a summary or listing of existing intelligence, even if
it were limited to their particular field or special category of
intelligence.”

Aeting Assistant Dipector for Scientific Intelligence:

f9The basie thought of this suggestion has been operative as
part of the intellofax system of the Library since late in 1951,
s o o The experience of the suggester in recovering from the current
system only a fraction of the known reports in a specific area can-
not be so lightly dismissed. In the first place, we are virtually
certain that the fipures cited are not representatlve of the present
Library contrel of finished intelligence nmaterial because they are
based on an area involving restricted atomic energy data, It is
entirely probable, however, that producing offices are holding baek
aone finished intelligence without full appreciation of the safo-
guards which are, or can be made, a part of the intsllofax system
to assure that sensitive information is disseminated in compliance
with the principle of need-to-know,

The suggestion will serve a most useful purpose if 1t promotes
a rveview of the administrative problems of full support by the pro-
ducing offices to the Library in the matter of control and indexing
of finished intelligence within the intellofax system. The Agency
Librarian has already indicated that hls office fully intends to
press for such a review, In the resulting conferences, it would
seen quite appropriate to consider the sugpester's point that the
period covered should begin with 1947 as well as to develop a pre-
cise concept of the type of material to be considered "finished
intelligence," ‘ ,

Executive/0ffice of Collection and Digsemination:

"The need for the specific indexing of finished intelligence
reports was recogaized by the CIA Library early in its development;
this type of indexing was begun in 195l. Since November 1951, a

 CONFIDENTIAL
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special punch in the IEBM card indicates indexing of IAC. finished
intelligence reports. Consequently, &n analyst can now request

a list of references to finished intelligence only, by subject.

or area. . o o At the same time a central index file of CIA
produced finished intellipence was established with one set of IBM
carda arranged by subjectearea and another set by area~subject.

+ o o The interest of the writer of this suggestion in effecting
indexing of finished intelligence has already had the beneficial
effect of 'a new joint effert by DDY Offices to promote maximm
coverage of reports production in the CIA Library intellofax system.
o o o Pending at this time is & paralled proposal fram AD/CI. The
CIA Librarian is urdertaiing, as a result, to assemple agroup of
interested research personnsl to consult with him on a continuing
basis on indexing policy and procedure. o o o There is no way to
evaluate potential monetary savings from . »  suggestion, It has
stimilated lively discussion which will, in the lotig rwm, reaslt in
improved library services to the research nersonnel of CIA.M As
indicated above, the CIA Librarien, L called and chaived

a necting to discuss finished intelligentce, its scope, indecdng
such material in the intallefax system, and/or a separats pulldi-
cation, and the relation of finished intelligsnce to the Intellipgence
Periodicals Index, '

C, Nota:

This suggestion is being presented at the reecumendation of the
Cormittee member from DD/I 4 order that final disposition of the
suggestion nay ba made. Simee it is difficult in this esee for the
Committee to evaluats ths extent to which the suggestien hes el
tributed to effective indexing of Finished Intellipgence, the TIA
Librarian, NI has been called upon to provide assistance

to the Cormmittee in view of his complete familiarity with the subject, .

CONFIDENTIAL
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Employes Suggestion No. 292

A, Summary of the Sugpestions

The asuggester proposes the imprinting of a symbol or
code word on those badges used to gain entrance in prestricted
areas in vhich the imprinting would be visible only in ultera-
violst or similer light.

8. _Evaluation of Concerned Offices

The Chief, Security Nivisien, Securiiy Offiece has suppiied
the following evaluatisn to ths Comnmittsss

"o00This suggestion s aimed at better security -
rather than to effect & diveet savimgs. This eame idea
vas given eerious comsideration at the tims the new
-Agency badges wers being doveloped. Howover, 4% was
considered impragtical. It is felt that ¢he problem
presented will be partielly slleviated by the issuance
of the mew Ageney badges. To adopt this sugsestien
wuld moan addilional espenditures and tims in pro-
dueing such & feclpreof badge, end any improvemsnt
over the new badge system would be questiensbis.®

Co ﬁe@mmndam@m

Hajection for an award of this suggoetion spvears to be
indicated in view of the abova appraisal. A lstier of eppre-
clation expressing the Committea’s intersst in %he eonstrug-

tive thinking and initiative shown by the sugpsster is reeom-
nended,

GIA INTERRAL GSE ONLY
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Ao Summary of the Suggestion: ’

The suggester proposes a weekly telephone check on the Watch
Officers maintained by OSI and some other Offices to determine the
efficiency of ths prasent system. Present instructions provide -
that the Watch Officer named each wesk shall be available by tele-
phone during non-business hours (NN . The sug- 25X1A
gester believes that the prorosed sugpestion would be of value in
determining the reliability of the Watch Officer system.

E, FBvalustl

The 0ffice of Currdnt Intelligence has furmished the Committee
with the following evaluationt ' :

n,..This office concurs in the surgester's assumption, namely,
that & procedure be adopted to make certain that the stand-by
Duty 0fficer procedure is officlent. This offlee, however,
does mot comcwr im the proposed progcedurs bv which the CTA
Watch Officer acts &8s & volisemen in this matter, requiring
oxercigse of reaponeibility which i= not properly his.

“Normal management concepts provide that the performance
of duty is subject to the direst supervision eof the next
1ine of direct authority not ordinarily devegated. It ls
suggested that where stand-by Duty Officers are dellhquent,
this bo brought ¢o the atiention of their supervisor for
sorrestive actiem. It is suggested that, rather than have
the CIA Watch Officer Look for trouble based ocn & routina
phome eall, it would be better to have the Wateh Officer ro-
port failures as they ocour, as is now done im the case of
security problems, through channels to the office dirsstiy
econcerned, transmitting an ebstract of the log which ocvers
the delinqueney. Since the present CIA Wetch Officer svstem
has been im overation for a2 long time, and since the Wateh
Officers have encountered, from time to time, fallures by
stand=by Duty Officers, greater efficliency would be batter
achieved by bringing astual fallures direst to the attention
of those in authority. The susgester’s pronosal, on the cther
hand, would add an additionsl and onercus responsibility
requiring the Watsh Officer to make many ecalls when the tele-
phone system should be maintained as open ard alert as possible
for handling emergencies as they arise. CTA Vatth Officers
have beea trained in rascurcefulness so that they have alwavs
bsen abls to cover up for failures by stand-by Duty Officers.

CONFIDENTIAL
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-2 Employee Summestion No. 296

"s00In conelusion, it is recommended that the suggester
be commended for bringing forth a weakness in the system as
established but that the suggested remedy be rejected as
being inconsistent with good manapement and that an siterna-
tive procedure be established by which stand-by Duty Officers®
dslinquencies, as recorded in the log, can bs rerorted to
the appropriate suthority for discipiinary action.®

Cs_Recommendatien:

RejJection for an award of this suggestion appears to bs indicated
in view of the above sppraisal. A ietter of appreciation expressing
the Comnitieo’s interest in the sonstructive thinking and initiative
gshownn by the supgestsr is recommended.

CONFIDENTIAL
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Employee Suggestion No. 344

A; Summary of the Su_ggat_ione

The sugpester pronoses the revision of Form No, 70-75, Analyst's
Record of Time Distribution, for condensation. He estimates that it
will be a savinas of 4O per sheet in paper, the making of entries
and in filing space. '

0. Evaluatf.g. of Conecerned Offices:

The Assistant Director for Research and Renorts has supplied
the followin~ evalustion to the committees

"soopractically all of the points in the surgestion wera
considered when the present form was desicned, Of course,
experience may indicate some modification. At present, however,
the exlsting form seems more adequate for branch use in con-
solidating analysta' reports than the prorosed chanse, and 1t
would not be economical to use one form for hranchea® rerorts
and another form for individual analysts® revorts.”

Relestion for an award of this sucgestion appears to bs in-
dicated in view of the above armraisal. A letter of. aprreciation
expressing the Committee’s interest in the constructive thinking
and initiative shown by the sugnmester is recormonded.

CONFIDENTIAL
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Employee Suggeation Fo, 3a7

b Sumary of the Suacestlons

The sugpester proposes that, im order to avold general confusion,
exnedite routing and to fonilitate control, distinetive colored inks
should be used in printing the covers of the "Cuvrent Intelligence Tligest®
and the MCurrent Intelligence Weekly."” Further, it 1a proposed thal
the "Current Intelligence Digest® should be re-named f"Current Intelligence
Daily" hacause both ~ublications are f3igasta?

The Office of Current Intelligence has adviaed the Cormittes that
policies, previously errived at after earefvl consideration of all im-
nlications end by all parties ecncorned, allocate certain colors for the
covers of the "Cu-rent Intelligence Digest® and for the Cnerent Intelligence
Weolly.® The use of the words Digeat, Surmary, Report, Bulletin, ete.,
are glae A'etated by Ageney molisy, To adopt this suggestion would mean
the changing of established Agency nolicies., The Office of Intelligence
Grordination has disappreved this suggestion for the reasons stated by
the 07flce of CuTent Intelligence, O0IC further states that there is no
provision for the term *Dailr? in the authoriged catepories of CIA in-
tellipence nublications, The RCurrent Intolligence teeldy® 18 a new
ruhlication frst issued 5 Jume 1053, Since the tern fyockly® has no
atatre undor the DDAI roeme reforence, OTC will work vith OCI to rotitle
th's mublication b somo such suthorized title as *Current Intelligence
Rev’ow, ¥

G. Recorrenda’ iont

flejection for an avard of this suggestion appears o be indionted
in v ew of the ahove a~mrafsal, A letter of appreciation expressing
the Cormittosts interest ip the constructive thimling and inltiative shovm
b the suapgestiy is recormended, . :

CIA INTERMAL USE ONLY
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Employee Suggestion Ho. 442

A, Swwmary of the Surpestion:

The suggester proposes the procuremsnt by the Agency of a
machine sold under the brand name of "Masserator” for the des-
truction of classified material thereby sffecting savings in the
cost of hauling claseified trash or storing in exponsive safe
space. The wse of this machine is especially reccmmended inm
those offices having large amounts of classified trash., These
machines can reducs the tullk of trash to & minimum, thersby
sutting downs on the amount of safe storage spacs required for
overnight repository. Fimally, since the "Masserator” reduces
materisl to almest a hair=like thickness, sale or uss of the
shredded materizl for packing purposes is ancther angle which
gan ba exploited. ' '

B, Bvaluatien of Comeerned Office:

- The Sesurity Office has informod the Comnittes that numercus
teste have been conducted en shredding machines similar to the

one proposed with soms degros of sucesss. Howsver,®it has besn
Pound that smell machines of this type are limited in the quantity
of material that can be shredded at one time and when large ’
quantitics are inserted, the machines jam and frequently pase
through wnshredded shests. In additiem with the vast varisty of
materials which the Apency muet dispese of, machines of this type
froquently besome clogred from serbon paper, ditte, multilith and
mimeograph forme. Providing the machine does a satisfactory Jeb
of shredding, the residval paper would have to be destroyed by
bursiing. To plass sufficlent quantities of thess machines
throughout the Agenugy to handle seme 50 tons of classitied wasts
per month would ba prohibitive from a cost standpoint.®

€o Recmgm:

Rejection for an award of this suggestion appsars to be indicated
in view of the above appraisal. A lettér of appreciation exprsssing
the Commitiee's interest im the comstructive thinking and initiative
showa by ths surgester is recommended.

CONFIDENTIAL
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Fliminate sutri=gion of Tire &
Attendan~e Rerorts for ernlovees
on ertonded INOP, Metern'ty leave,
ete , to effect savings in . fornus,
nrenaration tire, and filing space.
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o phroller states adoption of suggestion would
result in Fiscal Div. not receiv’ng Tire and
Attendance Re-orts for rav periods dquring which
ernloyee utilizes leave. Govt. regulations
require this record reering.

Special "Burnf envelopes be izsued to
511 ¢"fices %o contain classified trash
as an ipmroverent ‘o security.

See. Office sa~s manila epvelores are used
becauge the— uwcually are old ones, fit in a
safe drawer and on a desk, Special envelopes
UNNECeSSArY X ENnss. )

A pronosed safe checl 1ist to ba £illed
out untformily, ond to accamicdate of-

£1ga3 vhich have to open safes a couple
of times a dar, '

See. Off. sars miforrity is not neesssary as .
long as required inforration is rocorded, Offices
ovening safes more than once a dey sve in minority,
so additional columns © echieck sheets are Wi

Avthorize Division Phrsical Securlty
0Fficers,to change safe corbinations
to rrovide for increased efficiency,

The use of masking teve instesd of
scoteh tave for sealing envelopes %o
effect savings i

necessary.,
CIA — requires corbinations be made 25X1A
by Security 0°fice only, This keeps the funetion
centrally located, also helps keep up repairs.
med 25X1A

According to CIA
1abels are to be used for soaling ervelopes—-waste-
1 to use scotch or masiing tane.

Tndoctrinate PPool” ermloyees on con-
servation of carbon paner- buy batter
brand of earbon,

IAR is ervhasizing conservation of stp-lies.
Togistics Office sa's present carbon must be bought
through GSA. . '

Suprly veneil holders to meke use of
vene’l stubs, thus redveing rrocure-

iog. off, states cost of 'pezzcii holders with erasers
ig 6 to SF, while pencile only cost e fraction of &
avings would be renlizeds

rent nenes ecenty therefore, no 3
Wﬁﬁcﬁ?@dﬁﬁ%r Eelease 2000/06/19 : CIA-I'\?DP80-00§32A,000100080005-3’

CONFIDENTIAL



Approved For Release 2000/06/19 P80-00832A000100080005-3

Svggestion ) GUN F I BE NTIAL

N . > . _Sirrary of Snegesticn. —Ersination nf Concsrned {fficss
520 I=sue checlks at 4300 p.m, on pay Compt, Off. does not hand out checks or handle
day and abolish Credit Uniom policy canes of leave ghuse--these are administrative
of eashing checks to reducs nresent problers to be handled by. individusl offices,
loss of erployee time on pardavs. Credit Unien practice is considered a good morale
booster,
523 Transpavent tmewriter covers be wed Log. OFFf, already purchases typewriters with
1 to prevent security violations. translucent covers, Suggestion already in effest.
515 G Building cafTeteria be closed o outw
piders as a security measure, Seec, Off, states plans were alrexdy in progress

to effect the rroposed changs,

r27 Reclaration of packing crates and Log, Off, says reclomation of these cases could
stuffing at Warchouse to effset savings. result in security violations and/or fire
[’ hezards,
529 Fliminaté painting of the mesonite G630 edvises that the rasomite wainseoting was
wainseoting in I, J, Ky & L, Buildings never intended t© be painted, However, in one
to effect economy, wing 1% wes necessary to peint due to construo-

tion feature:;.

528 Use of "Unclassified® starp in marking Soe. Off. states Exec, Order #10501 refers to
doomments, ete., to facilitate f£iling and use of #inelass:fied? starp on material
nerusal of files. specifically examined for elassification, Exsmi-

nation would be time-consuming to an extent that
would outweigh benefit.

531 Recovering 0S0 & OPC binders to be uged DO/P Adnin, states that wmtil 0SO and OFC regue
with Clrndestine Serviess Monuals to effect lations can safely be declarsd obsolete in thelr
savings as a result of such reclamation, entirety, binders carnot be recalled, Plans ale

resdy in effect to reprocess when possible.
Approved For Release ZOOOIEﬂﬁhB%hQﬁRA?.PBO-00832A000100080005-3
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Summary _of St;gpestigg

Establishment of Ixecutive dinimg
soom for use by senlor CIk efficlels,
guasts, ete.:

000100080005-3

Evaluatien ef Censernsd CPPices

D3/T {Admin:) states that e space is wanab‘!e' te
henas provesed dining reom.

Progedurs ehemgs in Purchase Qvder
Nscumsiniation--1ist nore of orginater
& telephone ms., for technieal referrals.

The Log. OFf. believas sdevijen of fowa 36-252
Por roouisitioning materials will ‘solve sucecater's
problem.

#Miminate stamping of "Destrey at end
of pouting® en decumente In erder %6
affget savings Ir man-heurs-

ORR states this stamp uvsed 23 vart of a earefuily
worketd-out vien on desument aceountabiiitv, Can-
net bs discontimved without radieal chernige of that
olan, for which ne cogent reason has besm advaneed,

Buy sepplies sush as tvpe cleansy,

"hend clesmer creed,” cte. im tim eeone
pather fhan slaes Jars to avoid broakage
1éas0e e Agensy. .

10g. Office ntates Asenov Pequired hv law to protyrs
eertain suppties fyem G3A. Agemey wnder complwaion
%o gesspt whatever csntainers ave furnished.

Use of blower systes in Buiiding 11 te
aireviste frech 2ly in winter.

G%6 states services of en ensinesr weuld de resuived
to epsrate the bPlewers, thus ineurring an wi=
RESSLEEFY. GXDENSY .

Roprint of an srticle entitled “Calewlo
sted Risks® Por distributiom te selested
gomponante of the Agonay, erzpesially
DO/P far merale imprevement.

DD/® —ddmin. sdvisss that Arenav selectiow, oriemta-
tion, and treinine vrosesses edeguateiv asver tha
pointe breusht cwh in the article.

Sebjeet Title Tape Muns from OCD Likravy
be atteched te eardbeard stesis for
gesier handling in using and stering.

Approved For Release 2000/06/19 :

€TA Tibraerisn states ne ore methed for handiimg awd
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550

551

554

559

581

630
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Sumnagx of Sugsestion

Proposes changs in Quarters 1
shuttle bys r™un to save time,

Evaluation of Concerned Officag

GSO made 4 test mun of Proposed shuttig y7i SO
Very litsie time 3aved, and Reg stop would pe
eliminated-nonadoption advised,

Print dateg of month on Security
Check Sheets rather than type them,

ﬁot-necessax:y to type dates on check shéetsav
Unprinteq lines alley extra space on sheet if
safe ig not Opened on g ¢ertain qay,

Proposs Printing & Reproduction Diyis
8ion reproduee only number of coples
Tequasted to effect printing sconomies,

made to reduce overage Percentage,

Interview of a11 new clerical enployeqs

Use Federal Suprly Catalog rather than
Spocial Agency catalog, Add supnl emap-
tal pages to Fed, Supply Catalog fop

8pecial Agency Supplieg,

et et e

Personnel Office 88ys plan not wise from
Becurity standpoint, Present interviey
system in pUp handleg camplaints mage in
Sugpestion, .

, , g
used in Agency catalog, - )
Proéessing & Records Division states Personnel
Ot‘fice, 2,30 E St., may be uged  a eredip .

reference, Pseudonym not necessary,

GSO states 1) syen incidents oceuprog only

twice in tepn Years, 2) poisonous substanceg

ho longer used in tubes, ang 3)holders, ine

8talling, ang inereaged time for repairs woulg
a -

leave taken on Mondays ne Hore prevalent
than on other days,
fop adoption,

5-3
8 -RDP80-00832A00010008000
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Juspegiion
_Ne. Surmgry of Sugzastid i

484 Priority fer alletmeml of pariting opacses DD/P=Admin., savs ear peel arrangements ars eonsidered
in DB/® grea to drivere of ear pools. wien pevking opaass ars asslisned.

389 Cuard Feil be placed ab South eatranes te 050 ssve 4 susrd rail vosid not eld in redusing the

25Xx1A . cre clzssified trach 48 gpece oscupied by trash contaimors. Arrangemente %o
colleobed. Tais would provent bleckimg the case the problen ef %‘iaekiag &wﬁh eatrange have bdesxn
enbrenes with trash kega- wadas,

590 Froposed Y8afety Bibk™ to be worm 1, @n . 8Ba9s. OFf. @%at@s waﬂea "BibgY may eonvey idea of
pleyess working evertime te remind them puniehment or disciplinavy- ae’tiex‘; ~=bime-consuning
to secure safes end offiess. Por See. to eontact each sew. biTicer and roview

daily security choeks-

5o Snew tires on Agensy vehlcles eperating 1eg. 0ff. states chaine are mors netisfactory, Aganey
in Washingten srea during winter menths gost #2700 for new snow tires er FLECD fer resarming.
te effect sevings. Gtrer geverrment sgencies de met use snew tires.

899 Lawndry bleash {Clerex) bs used in lisu Log. 0FF. chosked with Dupssn of Standards--1aundry
of ink oradieater, as e means of effecting bloach might prove benefielel, but em permanent reeords,
eecnueny. latndry blereh ean disecler papar and blcaeh out

overyrite.

563, Propesed s eupervisery training pregeom be O/TR states Human Resources Presvam, Vorasement Train-
sonducted by Offiee of Traiming. ing Div. is ai prssent dealing with this preblem.

602 Use of u speciel solution sm hand plece of Med, 0F2. fecls suggosted disimfectant wseuld ned

telephone sets to sterilise them. dosrenss transuiesien of cowmmmmicable diseasgss.
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Fvaluation of Concerned Offices
R i oS A= St e Aok

Summary of Suggestion

606

608

613

615

621

625

Egtablish the pesition of moving
coordinator in Log, Gff, to faeili-
tate moving precsdures.

Log. Off. initiated such & program prier o
reseipt of supgestion.

Utilisation of a mechanical tvang-
lation machine (Univac or similar)
to offect monmetary and man-houp
savings,

ORR alreadv investigating mechanieal trans-
lation machines prior to reeeipt of suppgestion,

Special desk be sstablishad to supply
information on mesning of lstter synbelis

used in intelliganee sommunity.

Cable Seeretariat states Analysis Sranch ef
Library provides an identical service,

Speeial clerks in RI to handis requests
for three or lsss documents irmediately
to expedite delivery.

Systen wag formerly tried in RT, but submission

of recurrent requests of 3 documente made the
volume quite umwieldy. Prieority system now
used.

Provide safety grirs or metal rods on
Agency shuttle tusses for standess to
inprove safaty,

Tog. Off. states new bueses have been ordered
with larger seating eapacity and eeat grins
for standees. Nelivery expected shortiy.

In air raid attacks where ghelter is not
bomb-proof, dispersion of persons rathep
than gatherinmg 4n one place 18 suggestsd
to minimize injuries.

Sec. Off. chegked with Civil Defense authori-
ties and discovered shelter as afforded by
temporary buildings withstands blast burn
and radiation released during first few
seconds of atomie attack. Disperafon not
recormended.

Procurement of speeial beverage and foed
carriers for use at snack bars o avoid
use of letter trays, ete.

Leg. 0Off. states preeurement of suggested
earrier is not authorized under Government
procurement poliey,

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080005-3
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women of GSA to provids more effieient

Evaluation of Ceneernmed Offices

Log. Off. states cleanine service is GSA function.
GSA feeis mope and brooms more effective.on liroieunm,
tlle and wood. Use of vacuum clearers more time-
censuming.

Recommend that when "eryptomme® is assigned This pian had elready beer vub in effect by Records

to anyons by Clandestine Ssrvices, a card be °

inserted under man’s true nams 4n Central
Registry Index referring inquirer %o an

Iategration Niv. MN/P prior to submission of
guggestion.

Proposes that newspapers recsivwsd undsy

Although some savings couid be effected by adontien
of thes suggestion, the "ecomclusion is offered that
graater harm te the Agency would be eaused in attempt~
ing to save less than 1% of the contract inveived by
neking a orovoeative issue over saving £132.88, than
by absorbing that margin of waste in the interest of
naintaining effeetive contraet service.”

Fublication of a menthly bulletin, publi-
cizing avalisbls housing, esr pools, items

Personnel Off. states securitv considerations oreclude
adoption of this suprestion. Charmes in location ard
statug of Agency personnel are mnot o be regaprdad as
common knowledge and should not be vubliciged, #even
within the Ageney.

Suggestion
No.  Summary of Supggestion
632 Use of wvacuum cleaners by cleaning
4 elsening,
" 63
intermediary desk.
315
eontract No, XG-3085 bo reduesd for
Saturday delivery with & resultant
saving to Agsnoy.
333
for sale, ete. by Ageney smployess.
L7

Proposes review by languags and area
speeialists of FND of WIS and othep
intelligence reports containing fereien
place nemes, personal names, titles, wowrds
and phrases pricr to distribution.

(Reevalustion by ™T/Admin) "Fach of the producing
offices has an apwrooriste staff c¢harged with the
responsibility of verforming editorial review functions
To impose a eentralized additionai review for the cur-
pose indicated is umnecessary ard would not be feasible
because of the additional time lapse that would be in-
volved, I therefore concur the action of the commitiee
in rejecting the subjeect suggesiion,"

Approved For Release ZOOw%FmEﬁﬁATDP80-00832A000100080005-3



